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Printing the State Leave CONHE(_:]—

Balance Report
August 22, 2006

REQUESTING A STATE LEAVE BALANCE REPORT

Use the following navigation to ‘State Leave Balance Report’ and select ‘Add a New Value.” If you
have run this report before, you can ‘Search’ or simply enter your ‘Run Control ID’.

Main Menu>ND State Applications>Reports>State Leave Balance Report.

State Leave Balance Report

{ Eind an Existing Yalue | Add a New Val

Run Control ID: ||

Add

Find an Existing Yalue | Add a Mew Value

‘Run Control ID’ is primarily for technical tracking of processes. We recommend you simply use
your 5-digit Business Unit in that field, and then click ‘Add’. In the future, you may simply enter
your Business Unit in the previous screen and it will recall your ‘Run Control’.
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The following screen shows where you need to enter your 5-digit Business Unit (you will only get
results for the Business Units for which you have security access). This report can only be run for
the current month, so there is no Pay Period End Date. Click ‘Run’.

/" Leave Balance Report |

Run Comtrol ID: 110 Feport Manager Process hMonitor Run

Business Unit: | 11000 |2,

E Save | S\Returnto Search +E5] Mext in List | [=] Motify | E Al |

The following screen shows the parameters for the job. The Server Name should be ‘PSNT’ and
you will need to check the box in front of “Leave Balance Report.” Then click ‘OK’ and you will be

returned to the previous screen.

Process Scheduler Request

User ID: Iberger? Run Control ID: 110

Server Name: PSNT ¥ | Run Date: 0B/22/2006 X

Recurrence: * | Run Time: 333:31FM Resetto Current DatelTime |

Time Zone: Q

Process List

Select Description Process Name Process Type ‘Tvpe ‘Format Distribution
Leave Balance Report MDOSP204. FEJob (Maoney s || (Mone)y s | Distribution

AN
e

Ok | Cancel |
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When you're returned to this screen, click on ‘Process Monitor’ to view the status of the report.

/[ Leave Balance Report |

Fun Comtrol ID: - 110 Feport Manager Process hlonitor Run

Business Unit: | 11000 |C,

Bl save |  S\Returnto Search +E] MextinList | [=] Motify ‘ S el |

Click on ‘Refresh’ periodically until the ‘Run Status’ shows ‘Success.” Then click on ‘NDSP204J’ to
go to the Process Detail page.

[ ProcessList Y ServerList |

/

User ID: |lberger? CL Type: * Last: 1| | Days  w

Server: » | Name: . Instance: to
Run + | Distribution w Save On Refresh
Status: Status
Process List C ize | Find |* First 4] 1-4 of 4 [¥] Last
Select Instance Sedq. Process Type :;i% User Fun Date Time Run Status w Details
379962 PSJob erger2 08/22/2006 4:33:01PM CDT Posting  Details
379953 Crystal NODSPR2Z07 lberger? 0852272006 10:258:504M CDT  Success Posted Details
3Tea47 S0R Report MOSPR21  lherger? 082272006 S:22114M COT Success Fosted Details
3rHa44 PSJoh MOSP201] lhergerd DR2A2006 8:22114M COT Success Fosted Details

Go backto State Leave Balance Report

B save Motify

Frocess List| Server List
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When you come to the Process Detail screen, click on “NDSPR204” to get the next screen with the
report file name.

Process Detail
Process Name: HDSP204.4 Fefresh

Main Job Instance: 3794952

Y 37HHEZ - MDSP204) Success
= 279963 - NDSP2045 Success
= 379964 - MDSPR204 Success

Return

Then click ‘View/Log Trace to get to the PDF file.

Process Detail

Instance: 379954 Twpe: Crystal

Name: MNOSPR204 Description: HDSPR204

Fun Status: Success Distribution Status: Fosted

Fun ControlID: 110 Hold Request
Location: Server Queue Request
Server: PSNT Cancel Request

Delete Request

Recurrence: FRestart Request

Request Created On: 02/22/2006 4:32:06FM CDT Parameters Transfer
Run Anytime After: 08222006 4:33:01PM DT Message Log
Began Process At: 082252006 4:34:21PM DT Batch Timings
Ended Process At: 08/2202006 4:34:40FM DT Wiew Lo/ Trace
[a]29 Cancel

State Leave Balance Report Page 4 of 5 10/27/2006



Then click on NDSPR204 XXXXXX.PDF to open the report.

View Logl/Trace

Report ID: 1391 Process Instance: 4538151 Message Log
Name: MDSPRZ04 Process Type: Crystal
Run Status: Success

MDSPRZ204
Distribation Node: REFMNODE Expiration Date: |:|
File List
Name File Size {bvtes) Datetime Created
Message Lo 1] 101772006 9:42:10.443000AM COT
DEPRZ04 4583151.PDF 80,283 101772006 9:42:10.443000AM COT
pssaltrace fre 440 101772006 9:42:10.443000AM COT

Distribute To

Distribution ,p; 4y tion ID
ID Type

User

Return

The report, shown below, may then be saved wherever you prefer to store it or you may print it at
your own printer.
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